BUSINESS LICENSE ZONE
CLEARANCE INSTRUCTIONS

Community Development Department — Planning Division
125 East College Street ¢ Covina, California 91723 ¢ (626) 384-5450

In order to conduct business in the City of Covina, a Business License is required. Each property in
the City has a zoning designation, which defines the types of uses permitted.

ZONING CLEARANCE MUST BE OBTAINED FROM THE PLANNING DIVISION PRIOR TO
OBTAINING A BUSINESS LICENSE.

STEP 1-ZONE CLEARANCE FORM ONLY

COMPLETE ZONING CLEARANCE FORM ONLY AND SUBMIT VIA EMAIL TO: Planning-
Submittal@covinaca.gov OR IN PERSON FOR PLANNING APPROVAL.

» This form constitutes a preliminary zoning clearance or denial of zoning only and is not a
substitute for a business license. HDL _Company (a 3™ party company who processes business
licenses on behalf of the city) will not accept your business license application until you
provide them with a copy of a “signed” and “approved” Zone Clearance Form from the
Planning Division.

» Zoning Clearance is for business license purposes only. It does not legalize or approve any of
the following: current use, signs, structures, code violations, or non-conformity. This clearance
does not apply to structures, whether existing or proposed. A Zone Clearance does not guarantee
a business license will be issued.

» A stamped “approved’ Zone Clearance will be returned to you (via email) for you to include with
your submittal under “STEP 2” below.

STEP 2 — BUSINESS LICENSE ONLINE SUBMITTAL (ALL FORMYS)

INCLUDE COPY OF APPROVED “BUSINESS LICENSE ZONE CLEARANCE” WITH YOUR
BUSINESS LICENSE APPLICATION, AND ANY OTHER SUPPLEMENTAL FORMS, TO HDL TO
BEGIN THE BUSINESS LICENCE REVIEW PROCESS:

GO TO THE CITY OF COVINA’S WEBPAGE: https://covinaca.gov/

SELECT “DEPARTMENTS AND SERVICES”

THEN, SELECT “FINANCE”

THEN, SELECT “BUSINESS LICENSE” (should see screen shot below)

YOU ARE NOW READY TO BEGIN UPLOADING YOUR DOCUMENTS WITH HDL
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